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HR BW/BI Grievance InfoCube

The BW/BI Grievance InfoCube section provides an overview of the BW/BI Grievance InfoCube, including
basic steps‘for running the BW/BI Grievance reports and applying user-defined settings to the reports.

Topics'covered in this section include:

» BW/BI Grievance InfoCube Overview

BW/BI Grievance Reports Overview

BW/BI Grievance Report Variables

Defining BW/BI Grievance Report Variables
User-Defined Settings for BW/BI Grievance Reports

vV V V V VY

Using the Goto Command

The BW/BI Grievance InfoCube section is intended for BW/BI Grievance
InfoCube End Users and Power Users.

It is recommended BW/BI Grievance End Users and Power Users read all BW/BI
Self-Paced Learning Materials prior to reading the BW/BI Grievance InfoCube
section:
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BW/BI Grievance InfoCube Overview

The BW/BI Grievance InfoCube Overview section provides an overview of the BW/BI Grievance InfoCube.

Topics covered in this section include:

> BW/BI Grievance InfoCube Overview
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HR BW/BI Grievance InfoCube Overview

The BW/BI Grievance InfoCube is populated with data received from HRMS. The BW/BI Grievance
InfoCube includes:

» / Master Agreement Grievance data.

» Master Agreement, Article/Sub-Article, Grievance Step, Grievance status, and Grievance
History.

The diagram below displays the reporting elements included in the Grievance InfoCube (Grievance
ZGR_CO01):

Grievance InfoCube (Grievance ZGR_CO01)

Continued...
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Hn BW/ BI Grievance InfoCube Overview, cont..

The following 1llustratlon shows the Extract, Transformation, and Load (ETL) process of data for BW/BI :

> HR__/Payroll/Time/ Grievance/E-Recruiting Data: loaded directly from HRMS into the BW/BI InfoProviders
(InfoCubes and MultiCubes).
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HR BW/BI Grievance Reports Overview

WSD Personnel

The BW/BI Grievance Reports Overview section provides an overview of the BW/BI Grievance Reports.

Topics covered in this section include:

> BW/BI Grievance Reports Overview

»  Accessing BW/BI Grievance Reports from the HRMS Portal
> Selecting a BW/BI Grievance Report
>

Running a BW/BI Grievance Report
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BW/BI Grievance Reports Overview

BW/BI Grievance reports were designed to provide users with flexible reporting options.

Users will have the ability to set User-Defined settings from the report results. User-Defined Settings allow the user to
add or remove Rows or Columns, set Filters, and Sort. These User-Defined Settings can then be saved as a Bookmark in
the user’s Favorites folder from their web browser. When the Bookmark is run from the Web Browser, the report results
will be displayed with all user-defined settings.

The seven BW/BI Grievance Reports included with the BW/BI Grievance InfoCube are:

Report Name Report Description Category
Grievance Detail Report Displays information on current grievances based on selection screen criteria. Grievances
ZZGR_MO1_Q502

Grievance Totals by Master Displays counts on grievances based on selection screen criteria, by Master Grievances
Agreement Report Agreement.

ZZGR_M01_Q503

Grievance Totals by Agency Report Displays counts on grievances based on selection screen criteria, by Agency. Grievances
ZZGR_M01_Q504

Grievance Article Trend Report Displays details and allows for further analysis of the articles being grieved in the Grievances
ZZGR_M01_Q505 Grievance Process.

Grievance Detail Agency Report Displays details and allows for further analysis of the articles being grieved in the Grievances
ZZGR_M01_Q506 Grievance Process.

Grievance History Report Displays all details related to a specific grievance to include the history of the Grievances
ZZGR_MO01_Q507 grievance'

Grievance Status Totals Report Displays output that is a matrix format providing counts of grievances by sub- Grievances
ZZGR_M01_Q509 article, step in the process and status.
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Hn Accessing BW/BI Grievance Reports from the HRMS Portal

WSD Personnel

BW/BI Grievance reports are accessed from the HRMS Portal. Instructions for logging on to the HRMS Portal
are included in the BW/BI Self-Paced Learning Materials - Logging on to HRMS Portal section.

Welcome to Washington State's Human Resource Management Systems

HRMS PORTAL 7.0

Washington State employees.

L_ ‘ User D = JaneD

Pag=word * ;""I-"

This is a secure application and available only to \
|

Log on

Logon Problems? Get Support

—

—

HR Copyright June 2005

g
For information on logging on to the HRMS Portal, reference the BW/BI Self-Paced Learning Materials from the
Customer Support Website:

Continued...
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Hn Accessing BW/BI Grievance Reports from the HRMS Portal

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS
Portal:

Click on “Bl Reports” to
view categories ]

. ‘Organization Management | Personnel Administration | LayoffData | Time Management | Payrol | Financials | HRM Performance Measurement

Grievance Reporting

Position / Personnel Master Listing

qi « T\
Detailed Navigation .
By default, the < S — R
. . - I us.‘ln.‘ T sn.-‘e. a5 r 1 . .
Organization \$mm“ Statistice Report - Month En Click on the Grievances
Management . Position Roster Ayailable Variants: = [save|[Save As... |[ Dekete | = Category to view the list of
category is Portal Favorites General Variables BW/BI Grievance reports
Selected and the Variable = Current Selection Description
POSition-Personnel * Month/v'sar Range (Mandatory)
e . Organizational Unit Higrarchy
QIA‘aStler L;St]ng 1S Job - Multiple (Optional)
1splaye
Py
Bl Reports
Organization Management | Personnel Administration | LayoffData | Time Management | Payroll | Financiale | HRM Performance Measurement | Grievance Reporting
Once the Grievance Details Report
. [4]r] 1
G”evance.s Detailed Navigation E e
category 1s = Grievance Details Report
Selected’ the = Grievance Master Agreement Report
Detailed é = Grigvance History Report Available Wariants: - Delete Show Variable Personalization
. . = Grievance Status Totals Report i
Navigation pane ok G"""v“'_ riables — S
. . . Portal Favorites ElC i 2tk i
will display the list o o —
Of BW/BI Contract Year
Grievance reports Orig Agency Code
tO Choose from. Orig Personnel Area
Crig Bargaining Unit
The Grievance Grievance Status
Details Report is P
. Master Agreement 1
displayed by =
defau"t Article Name 1
Addtl Digcipline Reason 1
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HR Selecting a BW/BI Grievance Report

The example below uses the Grievance Details Report to show how to select a report from the HRMS Portal.

To select the Grievance e
Details Report: Search | Advanced Search

Bl Reports
1 o Cl]Ck the G r evanceS Crganization Management Perzonnel Administration Time Management Payroll Financials HRM Performance Heasuren%t I Grievance Reporting
Category l]nk. | [lirlievance Details Report e -
i Ll
/7
2 Cl]Ck the report Detailed Navigation O /" Variable Entry \\
) . = Grigvance Details Report I
name link from the I—s—u—n—r: revanee Taster Agreemen Report :
. . . Available Variants: J Save | Save As.. | Delete | Show Variable Perso
Detailed Navigation | porta rvortes =0
| General Variables
pane ¢ | IETTUIERRITES Current Selection Description
| * Vald as of Date
Result: A variables | Contract Year
selection box will I Polnes
appear tO allOW the | Crig Perzonnel Area i
\ Orig Bargaining Unit
i /
user to enter variables N crevnce suus y
(selection criteria) for T ———————————— \ ==
. Gri Details Report [ /
the report. L ’rllevance etails Repol . \ y
= ]| Detailed Navigation E| Variable Entry \\ //
- =S = Grievance Details Report /
e ————— —— - _/_/ = Grievance Master Agreement Report \
/7 \\ Available Variants: J Save | Save As... | Delete | \ /
ori /
( Click here to scroll Click here to show / | Fortel Favorttes (=] General Variables \
left/right in the Detailed hide the Detailed | Variable 5 Current Selection Description
Navigation pane Navigation pane | *  Report Date Range
I Contract Year
I l l I Orig Agency Code
I I Orig Personnel Area
| ER] ] I Orig Bargaining Unit
I Detailed Havigation } Grievance Status
\ Sty =
~_ s . / £p
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Running a BW/BI Grievance Report

The example below uses the

Grievance Details Report to show A
how to run a BW/BI Grievance
repo rt . Available Variants: J sSave | Save As... | Delete | Show Variable Personalization
. General Variables
TO run a BW/BI Gr]evance Report' Wariable = Current Selection Description
R * Report Date Range T2007
1 Entgr varlal?les. . Comitact Year
Variables with an asterisk Orig Agency Code —
are required fields. Orig Personnel Area
Orig Bargaining Unit
Note: To ensure variables are Grievance Status
valid, click the Check Step
button prior to running the Master Agresment 1
report . Article #1
Article Name 1
Addtl Digcipline Reason 1
\9
2. Click the OK button e
to run the report.
Grievance Details Report
Grievance Details Report
Display As Takble ﬂ Infurmatiun| Send| Print Version | Export to Excel | Comments
Re.SUlt: Report reSUltS v Columns Contract YR1%  Master Agresment! =  Orig Agency Code & Orig Pers Area = Orig BU Code =
W]th SeleCted * Key Figures 05-07 WFSE 2250 Washington State Patrol 2250 Washington State Patrel 00JN  Agencywide
variables. v Rows
= Contract YR1
= Master Agreement?

Section 14: BW/BI Grievance InfoCube
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HR BW/BI Grievance Report Variables

WSD Personnel

The BW/BI Grievance Report Variables section provides an overview of report Variables. Variables are
report selection criteria that allow the user to narrow report results to specific values (for example,
display results for a specific Agency only).
Topics covered in this section include:

> BW/BI Grievance Report Variables
Selecting Multiple Variables
Deleting Variables

Personalizing Variables

YV YV VYV VY

Deleting Personalized Variables
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BW/BI Grievance Report Variables

Variables are report selection criteria that allow the user to narrow report results to specific values. The
user may enter variables manually or click on the matchcode button to select a variable from a list.

Variables identified with an asterisk are required fields.

Grievance Details Report

Variable Entry

Available Variants: J Save

SAVE AS... | Delete |

General Variables

b Wariable =

*  Report Date Range
Contract ear
Orig Agency Code

Orig Perzonnel Area

Current Selection

j N Use the “Search” feature to

The user may manually enter the
variable, or click the matchcode
button to bring up a list to choose from

Show Variable Perzonalization

De=cription

O

Orig Bargaining Unit
Grievance Status ) find a specific variable. Enter
4 Ikl ) the variable value and click the
StEFI Al Serlec'l\ms
Master Agreement 1 ‘ i R e emee| “Search” button. Use an
I Personnel Area Key 5 Personnel Area Text & | : * 3
Article #1 I . ﬁ | asterﬁk (*) for wildcard
# #
Article Mame 1 : : 1030 Dept Comm/Trade/Econ Dev : séarches.
1070 Health Care Authority =
Addﬂ DBC“]"”E HEES-DH 1 I : 1180 \Washington State Lattery I Select values for Personnel Area (ZV_GPERS_AREA 0003)
I ] f‘zz ;z;‘t:{‘::immmmm" % I Show view: |Search ﬂ
ﬂ M | : 1470 % Min & Women's Enterp | Search
: 7 1:2 S::'e;:\l:\':n:r:::::n I Personnel Area: |Text ﬂ Search
| | om0 nsurance Commissioner | Maximum [1000
' e S |
I Enter a value for I OR
\ Personnel Area: i
\ , /Y Click the desired variable from
N Matchcode popup-list / gt the list
Section 14: BW/BI Grievance InfoCube 13




HR Selecting Multiple Variables

The example below uses the Grievance Details Report to show how to insert multiple variables of the same
type for a-report.

To select multiple variables:

1. Click the matchcode button

2. At the selection screen, select the multiple values, click the “Add” button, and then click OK.

Select values for Personnel Area (ZV_GPERS_AREA 0003) = E1

Show view: (Al ||

All selections
Maximum | 1000 _Refresh | Type Description Available Variants: J Save | [ Save As. | [ Delete |
Personnel Area Key =  Personnel Area Text = IE' ] = 1070 Heatth Care Authority — ——
T |_| = 1160 washington State Lotiery Lol bl
| ) a ) -
. . =| 1200 Human Rights Commission Variable = Current Selection Description
—_— — * =
. . — - = 1400 Dept Revenue e
— S Frepi-Crmmrrar i e = — . Contract Year
’_ 1070 Health Care Authority =| 1470 Off Min & Women's Enterg)
| . .
[ 1o Washington State Lottery =| 1500 General Administration Orig Ageney Cods
(o Orig Perzonnel Area 1070; 1180; 1200; 1400; 1.[J 1070 Health
[ 1200 Human Rights Commission Add [k O Barcaiing Uni
rig Bargaining Un T
[ 1400 Dept Revenue 4 Remove 4 =arganing
Grievance Status T
[ 1470 Off Min & Women's Enterp - » -
[ 1500 General Administration Click the “Add” button to A
— T Dept o e Services add the multiple selections
j 1500 Ingurance Commissioner : to the Selection pane and
1850 Wash Horse Racing Comm .
=| | click the OK button to return . : :
oo 5D of Industrial Appeals oo the variabl Result: Multiple variables
Enter a value for O the variabte screen. have been added.
Personnel Area: EE Change Ortlerzg
y
L ]
83 | By s
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Deleting Variables

The example below uses the Grievance Details Report to shows two ways to delete a variable that was
entered in.error or to replace the current variable.

To delete a variable:

1. Highlight the text of the Variable and press “Delete” on the keyboard.

General Variables

Wariable = Current Selection
Report Date Range

Contract ear

Orig Agency Code

Orig Perzonnel Area

Crig Bargaining Unit

[ (J 1070 Health Ca keyboard

De=scription
Highlight Variable values and
/ press the Delete key on the

General Variables
Variable = Current Selection Description
Report Date Range
Contract vear
Orig Agency Code

Orig Perzonnel Area

Orig Bargaining Unit f

[

OR
Select values for Personnel Area (ZV_GPERS_AREA 0003) =E
Show view: (&l |+
All Selections
Maximum | 1000 Refresh I O
Perzonnel Area Key =  Personnel Area Text 5 o |_ =| 1070 Health Care Authority
T |7 = 1160 Washington State Lottery
- [ =/ 1200 Human Rights Commission
{ Click the matchcode and [ = 1200 Dept Reverue
1 in the “Select value” |_ = 1470 OFf Win & Women's Enterp
1 box, select the [ =| 1500 General Administration
| variables, click Add__ b
4 “Remove” and “OK” F@

1500

General Administration

Result: Variables have
been deleted

Section 14: BW/BI Grievance InfoCube
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HR Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

“ Personalizing a variable for one report will personalize the same variable for all other reports if that variable is used.
=== FOr example, in the illustration below the user is personalizing the Grievance Details Report “Orig Personnel Area”
variable for the report. Once the Orig Personnel Area variable has been personalized, the same value will be used for
Orig Personnel Area for all other custom reports. Once a variable is personalized, it is no longer displayed on the
variables screen. See Removing Personalized Variables for information on removing the personalization of a variable.

Available Variants: J Save | Save As... | Delete | Show Variable Personalization
' General Variables T =
Variable = Current Selection De=cription

Click here to access the
personalize variable options.

Report Date Range
Contract Year

Orig Agency Code

Orig Perzonnel Area
Orig Bargaining Unit
Grievance Status

Step

Master Agreement 1
Aurticle #1

Article Name 1

Addtl Dizcipline Reazon 1

Ok | Check

N [ [ [ [ [

Continued...
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HR Personalizing Variables, cont..

The example below uses the Grievance Details Report to show how to Personalize the Orig Personnel Area
Variable.

To Personalize the Orig Personnel Area Variable:

1. Enter the Orig Personnel General Variables
Area Variable(S). Wariable = Current Selection Description
& Report Date Range
: Contract ear
2. Click the “Select” button = ©riaAgency Code
for the variable. [ | origpersomnel area 110,111

Orig Bargaining Unit
Grievance Status
Step

Mazter Agreement 1
Article #1

Article Name 1

3. Select the “Add selected —
variables to personalized —
variables list”.

[Ny [ [ R

Addtl Dizcipline Reazon 1

\ 4

=] [=][z]

Personalized Variables

\fariable = Current Selection De=cription

[] Show Perzonalized Variables

0K || Check

Continued...
Section 14: BW/BI Grievance InfoCube 17



HR Personalizing Variables, cont..

Available Variants: J Ea--5| Save Az | D5I5t5| Hide Variable Perzonalization
Result: The Orig General Variables
Personnel Area Wariable 5 Current Selection Description
personalization has __*  ReportDate Range
been added to the || ComtractVear
“Personalized (O fommoy Sob

. . Orig Bargaining Unit
Variables” section. T o

rievance Status
Step

Master Agreement 1

I [ [ [

[ Article #1
Once the Personnel Area || | sl Mame 1
variable is personalized, | [ AcRBeckne Reason t
it will no longer be <13 []2]

displayed as a variable
option from the

Personalized Variables

. . Wariable & Current Selection Die=cription
Varlables ]nPUt iSEl: I Orig Perzonnel Area 1110 1111 1110 Dept of Perzonnel; 1111 Information 5
[] Show Personalized Variables

Click “Show Variable il

Personalization” to VieW Available Variants: J Eﬂrfl Save As... | D5I5t5| Show Wariable PEF%‘H’[‘]&liEE[iCI"

any variables that are General Variables

ersonalized . Wariable & Current Selection De=zcription

p * Report Date Range
Cantract vear
Orig Agency Code

Orig Bargaining Unit

Section 14: BW/BI Grievance InfoCube Continued... 18



HR Deleting Personalized Variables

The example below uses the Grievance Details Report to show how to remove the Personalized Variable for
Orig Personnel Area from the Grievance Details Report Variable screen.

To remave the Personalized Variable for Orig Personnel Area:

4 . Variable Entry
1. Click the Show Variable
Personalization button
. . Available Variants: Save | | Save As... | | Delete Show Variable Personalization
to display personalized -] | | | b
va riables. General Variables =
Variable = Current Selection De=cription
4;2° SeleCt the e Report Date Range
personalized Contract Year
variable you want Orig Agency Code
to remove. d|EAR EYIEY
b
3. Cl]Ck on the Personalized Variables
“Remove selected _ Variable = Current Selection Description
Variables from Orig Perzonnel Area 1110; 1114 1110 Dept of Perzennel; 1111 Information S
personalize [[] Show Perzonalized Variables
Available Variants: J M Save As... || Delete Hide Variable Personalization
: J OK | Check
variables list”. _ OK]_Check] Conerat Variabie |
Wariable & Current Selection Description
I Report Date Range
[ Orig Perzonnel Area 1110; 1111 1110 Dept of Perzonnel; 1111 Information S
Result: The Orig Personnel Area variable will ———oroargmo -
appear. FEl EE
Personalized Variables
Wariable & Current Selection Description

[] Show Personalized Variables

0K || Check
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V!:!!n‘mDefining BW/BI Grievance Report Variables

The Defining BW/BI Grievance Report Variables section provides the basic steps for entering variables for

BW/BI Grievance reports. BW/BI Grievance reports require variable entry (selection criteria) prior to
running the reports.

Topics covered in this section include:
> Defining Variables: Grievance Details Report

} > Defining Variables: Grievance Master Agreement Report
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Defining Variables: Grievance Details Report

Grievance Details Report

To define the Grievance
Details Report variables:

1./ Enter a value for
selected report
variables or use the

2\

Result: The Grievance Details Report results are displayed.

matchcode

button to access the
matchcode list to
select the variables.
*Fields with an
asterisk are
required.

Click the OK
button.

Available Variantz:

J Bave

Save As... | Delete

General Variables

Variable &

Report Date Range
Contract Year

Qrig Agency Code
Qrig Perzonnel Area
Orig Bargaining Unit
Grievance Status
Step

Mazter Agreement 1
Article #1

Article Name 1
Addtl Dizcipline Reazon 1

Ok

| |check|

Current Selection

Show Variable Perzonalization

Description

In this example, “Report
Date Range” is a required
field

=1

~

Section 14: BW/BI Grievance InfoCube
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7
4

Show view: |All

All

Maximum | 1000

W
#

1030
1070
1160
1200
1400
1470
1500
1550
1600
1850
1800

Enter a value for
Personnel Area:

[+]

Refresh

Personnel Area Key = Personnel Area Text & ﬁ

#
Dept CommiTrade/Econ Dev
Health Care Authority
Washington State Lottery

|
I
I
I
|
|
I
Human Rights C iz Add ’l I
I
I
|
|
I
I
I
|

4 Remove

Dept Revenue

Off Min & Women's Enterp
General Administration

Dept of Info Services

Insurance Commissioner

Wash Horse Racing Comm u
BD of Industrial Appealz E

Eﬂ Change Order ﬂﬂ

Sample Matchcode list for Personnel Area /

MJ—ICE oef|
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Defining Variables: Grievance Master Agreement Report

Grievance Master
Agreement Report
Available Variants: J Save || Save As... | Delete Show Variable Personalization
To define the Grievance Coneral Varial
nerdal variapes
Master Agreement Report
variables: Variable Current Selection Dezcription
In this example
*  Report Date Range « o
1. Enter a value for “Report Date Range
lEcted ; Contract Year is a required field
selected repor
. ' gl
variables or [ 7] the LlmE
matchcode Orig Personnel Area | /lj
hiittAn +A arrace thae {Irin Barnpaining |nit / ‘ B =
MUULLUIIT LU AauuwC oo LI B B bt =
matchcode list to Grievance Status L7 Showview: [a1 [+ AN
. /I Al Selections \
SeleCt the var]ables' StEIJ { Maximum | 1000 Refresh Type Description \I
*Eq 1 rzonnel Area S rzonnel Area S
Fields with an WMaster Agreement 1 : < B ﬁ :
asterisk are . * :
. d Art“:h #1 : : 1030 Dept CommiTrade/Econ Dev :
re U'lre . ] 1070 Health Care Authority
q ,i!\,I'tII:|IE |".|E|T|E '1 I 1180 Washington State Lottery |
: : 1200 Human Rights Commizsi Add v |
Addtl Dizcipline Reazon 1 | | 1a00 Dept Revemwe A pemove l
] 1470 Off Min & Women's Enterp |
5 I 1500 General Administration
2' cb:ﬂftiz):]he OK D}n.’:| Check | | : 1550 Dept of Info Services :
. I ] 1600 Ingurance Commizsioner I
t 1850 Wash Horse Racing Comm [~]
: : 1500 BD uflndustriaIApzeals E :
Enter a value for
Result: The Grievance Master Agreement Report results are '\ Persomel Ares (][] crange orcer [~ =] /'
displayed. N Sample Matchcode list for Personnel Area /
N MJ—ICE 04

Section 14: BW/BI Grievance InfoCube 22



Hn User-Defined Settings for BW/BI Grievance Reports

The User-Defined Settings for BW/BI Grievance Reports section provides an overview of options available
to users once they have run a BW/BI Grievance report from the HRMS Portal.

User-Defined Settings allow the user to add or remove Rows or Columns, set Filters, and Sort. These
User-Defined Settings can then be saved as a Bookmark in the user’s Favorites folder from their web
browser. When the Bookmark is run from the Web Browser, the report results will be displayed with all
user-defined settings.

Topics covered in this section include:

} >

V V V V V VYV

BW/BI Grievance reports are large and contain many rows and
columns. These reports were designed to provide users with
flexible reporting options. Users have the ability to add/remove
rows or columns, filter report results, sort report results and save
their user-defined settings as Bookmarks for future use.

Remove Drilldown
Drilldown in the Rows/Columns
Free Characteristics

Keep Filter Value

Select Filter Value
Sorting

Bookmark (saving User-Defined settings)

Section 14: BW/BI Grievance InfoCube 23



HR Remove Drilldown

BW/BI Grievance reports were designed to

provide the user with flexible reporting options.

I . X Orig Anency Cnde & Orig Pers Area = Orig BU Code
Initial report results can be large and contain JqaFiler b e PSPPI gy p—
d l B g th R - Change Drildown L8 | Orill Down By k
many rows and columns. By using the Remove T T £ e g gty Tose ol b 000U Deck
Drilldown option, users have the ability to 05 save View | Remove Drildown Q0SR | Engne

st 310 Properties p  Swap Axes 00TA  Instity
remove Characteristics from the rows or columns D t X \
ocuments
of the report results. Sort Orig Agency Code b
The example uses the Grievance Details Report 4610 Department of Ecology wnloal - grfa ;ﬁ :rea gen
. ) * Orig ode
to show how to remove the Orig Agency Code 3000 Deptof Social & Health Serv. 3000 DY | . Fon/
Characteristic from the report results. = Article #1
* Sub-Article Name1
To remove the Orig Agency Code from . z”:tj” #
* Subtype
the Report Results: B —
i . . * Grievance Status
1.  Right click on the Orig Agency Code - Step
characteristic. - Grievance #
. = Date Filed
2. | Select “Change Drilldown ->Remove = Close Date
Drilldown. * Clo=e Reazon
* Free characteriztics
* Addtl Dizcipline Reason
You can also Drag&Drop the characteristic from the report results to * Addtl I%nline Reason2
the Free Characteristics section to remove it from the report results. = Addtl Dizcipiine Reason3
* Addtl Dizcipline Reazon4

Continued...
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HR Remove Drilldown, cont...

Result: The Orig Pers Area Characteristic has been removed from the report results.

Orig Agency Code = Orig Pers Area = Orig BU Code &

2350 Dept of Labor & Industries 2350 Deptof Labor & Industrier  00MC  IBEW Elec Inzp

4050 Department of Trangportation 4051  Marine Divizion 000U Deck (Unlicned)
| 4050 Department of Transportation 4050 Dept of Transportation 00SR  Engnring Techs

3100 Department of Correctionz 3121  McHMeil lzland Corr Ctr 00TA  Institutions

Report Results Before Orig Pers Area drilldown is removed

Orig Agency Code 5 Orig BU Code & Article Name1 &
2350 Dept of Labor & Industriez 235000MC  IBEW Elec Inzp Dizcipline

4050 Department of Trangportation  £051/000U0  Deck (Unlicnzd) Mon-Digcrimination
4050 Department of Trangportation 4050/00SR Engnring Techs Hours of Work
3100 Department of Corrections 3M2100TA  Institutions Owertime

Report Results After Orig Pers Area Drilldown is removed

If necessary, click any column header and select Back to Start from the Context Menu to return the report results to the original state.
See the BW/BI Self-Paced Learning Materials - Report Context Menu for more information on Back to Start.
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Drilldown in the Rows/Columns

BW/BI Grievance reports were designed to provide the user with
flexible reporting options. The Drilldown option of the report

results allow the user to add Characteristics to the report

results.

The example below uses the Grievance Details Report to show

how to use Drilldown in the Rows.

* To drilldown in the Rows of the report

results:
ik From the report results, click a
characteristic in the Navigation
block.
2. From the Context Menu, select

“Change Drilldown” - “Drilldown
By” > “Vertical”

Section 14: BW/BI Grievance InfoCube

Location of the
Navigation Block

Grievance Details Report

* Columns
= Key Figures
> Rows
= Contract ¥R1
= Master Agreementi
= 0rig Agency Code
= Orig BU Code
= Article Name1
= Article #1
= Sub-Article Name1
Sub-Art #1
Subtype

Employee Name

Grievance Status

= Step

Grievance #

Nate Filed

= Orig Pers /-
= Other Grig
= Other Ing
= Other Pel
= Perz Area
= Responde
= Shop Stew
= Staff Rep

Change Drildown 3
Broadcast and Export #

Drill Down By

Swap Ng Pers Area with

Swap Axes

Horizontal
Vertical

Dept of Social & He

Save View
Properties 4
Documents 4

Sort Orig Pers Area #

= Start Date
= Time Ext

Continued...
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Drilldown in the Rows/Columns, cont..

Result: The Orig Pers Area Characteristic is added to the rows of the report results.

2350
4050
4050
3100

4510
3000

= Orig Agency Code 5

Dept of Labor & IndJztries
Department of Trangportation
Department of Trangportation

Department of Corrgctions

Department of Ecolopy
Dept of Social & Hegith Serv.

Orig BU Code &

2350000MC  IBEW Elec Inzp
40510000  Deck [UnliE[bd}
405¥005R  Engnring Techs
F12W00TA Institutions
451¥00J2  Agencywide
J0Z2W00JE  EcondSocialsSves
J0000JE  EcondSocialsSves
JN2F00JE  EcondSocialsves

Report Results Before Drilldown in Rows for Orig Pers Area

Section 14: BW/BI Grievance InfoCube

Orig Agency Code & COrig Pers Area = Ofig BU Code =
2350 Dept of Labor & Industries 2350 Dept of Labor & Industries  0QMC  IBEW Elec Inzp
4050 Department of Transportatign 4051 Marine Divizion oqou  Deck (Unlicn=d)
4050 Department of Transportatign 4050  Dept of Transportation MsF  Engnring Techs
3100 Department of Corrections 3121 McHNeil lzland Corr Cir 0TA  Institutionz
4610 Department of Ecology 4610 Dept of Ecology M)z Agencywide
3000 Dept of Social & Health Sery. 3000 DSHS Headgquarters MJE Econ/Socialsves

3021 DSHS Region 1 04JE Econ/SocialSvcs

0JG Econ/SocSvesSup
Report Results After Drilldown in Rows for Orig Pers Area
Continued...
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Drilldown in the Rows/Columns, cont..

The example‘below uses the Grievance Details Report to show how to use Drilldown in the Columns.

To drilldown in the Columns of the report
results:

1./ From the report results, right click the
Characteristic to be added to the report
results.

2. Click the “Change Drilldown” - ”Drill

Appt. Auth Mam4

Eiltar

b

Arbitrator Namy
Article #1
i
BU Code
Save View
* Cloze Date
Cloze Reazon Properties
Documents

= Date Filed

* Dizcipline Reazor

Sort Appt. Auth Name #

Change Drilldown ¥ | Drill Down By ¥ | Horizontal

3008

3

Rezu

Down By” - “Horizontal” for Appt. Auth » Niscinine Tune
Name to add the Characteristic to the
Columns of the report results.
Master Agreement!  Coaltion B IFFTE L17
Appt. Auth Name > LARRYW ANDREW J ANDREW P THOMAS E JONC RUSSEL
L L) TR 1 Lz [0k} i LV % 4

Result: The Appt. Auth Name Characteristic has been added to the columns of the report results.

If\necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See\the BW/BI Self-Paced Learning Materials - Report Context Menu

for more information on Back to Start.

Section 14: BW/BI Grievance InfoCube
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Free Characteristics

BW/BI Grievance reports were designed to provide the user with flexible reporting options.

Characteristics are optional Characteristics that are not displayed in the report

results when it is initially run. Users have the option of adding Free Characteristics

to the report results at run time.

The example below uses the Grievance Details Report to show how to add

Free Characteristics to the report results.

To add a Free Characteristic to report
results:

1. From the report results, right

~licl +ha ~rharacstarictis in tha
CLUILUN LUIIT CliairaucwicCiiouiv 111 uic

Free Characteristics that you
want to add to the results.

2. Select “Change Drilldown” >
“Drill Down By” - “Vertical”
to add the characteristics to
the Rows

3.\ Select “Change Drilldown” >
“Drill Down By” - “Horizontal”
to add the characteristic to the
Columns.

Section 14: BW/BI Grievance InfoCube

Free

¥ Free characteristics
= Addtl Dizcipline Reason
= Addtl Dizcipline Reazon2
= Addtl Dizcipline Reazon3
= Addtl Dizcipline Reazond
= Addtl Dizcipline Reazont
= Agency Code
= Agency LR Contact MNa
= Agency LEO/OFN Rep
= AGO Name
= Appt. Auth Mame

= Arbitrator Name

Fitter

Save View

Properties
Documents
Sort Addtl Dizcipline Reazons

Swap Axez

Horizontal
] Vertical

= BU Code

= Dizcipline Reazon
= Dizcipline Type

= Entire BU Griev.

= Group Griev.

Continued...
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Drilldown in the Rows/Columns, cont..

Result: The AFRS Task Characteristic is added to the rows of the report results.

Master Agreement! =

Coalition

(=11}

Orig Agency Code =

4770 Department of Fish & Wildlife

2350 Dept of Labor & Industriey

3000 Dept of Social & Health 59

4050 Department of Transporta

.

on

Orig BU Code =

47 TIHOOKN

Z35p/00MC

J00p/00JE

VAR

IBEW

Econ
Phyj
P""".:

DecH

Orig Agency Code =

4770

2350

3000

4050

Department of Fizh & Wildlifg

Dept of Labor & Industries

Dept of Social & Health Serv.

Department of Tranzportation

Orig Pers Area =

4770

2350

3000
J007¥
J00e
4051

Dept of Fizh & Wildlife

Dept of Labor & Industries

DSHS Headquarters
Eaztern State Hozpital
Western State Hospital

Marine Divizicn

OMN

OMC

1JE
04K
0JK
aou

brig BU Code =

VWAPE Bio BUZ

IBEW Elec Inzp

Econ/SocialSves
Phyzicianz
Phy=icians

Deck (Unlicnad)

Report Results Before Drilldown in Rows for Orig PersArea

Section 14: BW/BI Grievance InfoCube

Report Results After Drilldown in Rows for Orig PersArea

Continued...
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Keep

Filter Value

BW/BI Grievance reports were designed to provide the user with flexible reporting options. The Keep
Filter Value context menu item allows the user to view report results for a specific value. For example,
the user'may want to view report results for a specific Master Agreement only.

The example below uses the Grievance Details Report to show how to use the Keep Filter Value option to
filter report results to include only those records where the Master Agreement is “Coalition”.

. Mazter Agreement! &  Orig Agency Code = Orig Perz Area
To use Keep Filter Value: I v ST AgENEyete s g
Coalition 477N l'lﬂnﬂrfant of Fizh & Wildlife 4770 Deptof
Back k
1. From the report results, click the/ < Keep Fiter Value
“Coalition ” value in the Master L EhangeDritderrn e T E e
Agreement column to open the Context Broadcastand Export  » Fiter and Drill Down By *
Menu. Save View Select Fitter Value Dept of
. Properties y | Remove Filer Value
2. Select Keep Filter Value. Documents ,  Wariable Screen
sort Master Agreement! ¥ |geia) & Health Serv. 3000 DSHS H
3007 Eastern
= oo = ! N - N 3008 Wester
Contract YR1+  Orig Agency Code - Orig Perz Area — Qrig BU Code =
07-09 4770 Department of Fish & Wildiife 4770 Dept of Fish & Wildlife DOMN  WAPB Bio BUZ 4051 Marine
Data displayed for Filter
value Selected Only 2350 Dept of Labor & Industries 2350 Dept of Labor & Industries  00MC  IBEW Elec Inzp
3000 Dept of Social & Health Serv. 3000 DSHS Headquarters 00JE  Econ/SocialSves
3007 Eastern State Hoszpital 00JK  Physicianz Continued
| ' 3008 Western State Hospital  00JK  Physicians
Section 14: BW/BI Grievance InfoCu
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Keep Filter Value, cont..

The Keep Filter Value option can also be set through the Navigation Block. The example below uses the
Grievance Details Report to show how to use the Select Filter Value from the Navigation Block.

To remove the “Filter Value”:

Report shows values for all Master Agreement data, but the
Master Agreement column is not in the report results.

HRC Name
Master Agreemeg=*
Back »
Notes
OFM Numbe i Seiect Fiter Value
Ll Lm r

= Remove Fiter Value
Broadcast and Export P Variable Screen |

Other Grievance

Other Inc. Griev
Other Perz 1#

Save View

Drooadtios k

rd Right click Master Agreement and select

sij “Filter” = “Remove Filter Value”.
ST TTaTT

Section 14: BW/BI Grievance InfoCube

L,

Contract YR1fs  Orig Hgency Code = Orig Pers Area &
07-0% 1500 | Board of Industry Ins Appeals 1900 BD of Industrial Appeals

1030 | Community Trade & Economic Dev 1030 Dept Comm/Trade/Econ Dev
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Keep Filter Value, cont..

! i |

"+ DFETIpne HEas0n / | Contract ¥R1 5 | Master Agreement! = Drlg Agency Code = COrig Pers Area =

* Discipline Type // | 07-08 Coaltion £7F0  Department of Fish & Wildife 4770 Dept of Fish & Widiife

* Entire BU Grigv. / |

* Group Griev. // ll
)_- -+ Croup Crievance-1Pers ——<
| = HRC Mame /‘ﬂ 23p0 Dept of Labor & Industries 2350 Dept of Labor & Industries
| Master Agreement1 : k
I " Notes I 30p0  Deptof Social & Health Serv. 3000 DSHS Headquarters
I\ ._EEM_N IE'IIJ-_EF ________ /, 3007 Eastern State Hospital

3008 Western State Hospital
IBU 40F0 Department of Trangportation 4051 Marine Divizion

Section 14: BW/BI Grievance InfoCube
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HR Select Filter Value

BW/BI Grievance reports were designed to provide the user with flexible reporting options. The Select Filter
Value context menu item allows the user to select a filter value from a list of filter options.

The example below uses the Grievance Details Report to show how to use Select Filter Value to filter on a

SPeCiﬁC Master Agreement- Contract YR1 353  Master AgreemenfT e O SOECY LS = 1941} -
07-09 Coalition fiter | Sekctfitervaue 9§
To use Select Filter Value: CRange Driigown ¥ Hemove Fier Vale
Broadcast and Export b “ariable Screen
Select values for Master Agreement! (ZMSTAGRO1) = E3
1. From the report results, Click the Show tool: |Single values | | Show view: Al ﬂ
Master Agreement column header. A —
Waximum | 1000 Refresh -]
2. Click Select Filter Value from the e BT oo
Context Menu. | costton
IBU
IFPTE L17
3. From the Select Value screen, check | esa Lienses
MEBA Unlicensed
Teamsters. ] e e
: WMetal Trades —
4. Click Add and OK. | o
|= Teamsters L
LECH r
Result: Report results for Master Agreement Teamsters | st =
only are displayed. e Ay
Contract YR15 |Master Agreement! = |Orig Agency Code & Orig Pers Area = (2]~ change orser [~ (=]
07-09 Teamsters 3100 Department of Correctione 3113 Airway Heightzs Corr Cir
ancel|
Continued...
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HR Select Filter Value, cont..

The Select Filter Value option can also be set through the Navigation Block. The example below uses
the Grievance Details Report to show how to use the Select Filter Value from the Navigation Block.

- Columns Contract ¥R1 ¥ Master Agreement! & Orig
5 * Rows
To set or remove a filter from the report
= Contract Y'R1
reSUltS: = Master Agreementi
‘ Orig Agency Code h|
. - Tl
" 1. From the report results, click 9 nasney i Select Fiter Value
L = Orig Perz Area 5 : |
the characteristic that you want to I : Remove Fiter Value |
) ” Broadcast and Export » Variable Screen
remove the filter from. « Article Name1 Cave View
* Article #1
i 3
- Sub-Article Name1 | CPeTES
s Documents L
2. Select “Filter” > “Remove Filter - Sort Master Agreement! b
”” = Subtype
Value”.
* Employes Name
* Grievance Status

Continued...
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Select Filter Value, cont..

Contract ¥R1 ¥ | Master Agreement! & |Orig Agency Code & QOrig Pers Area = QOrig BU Code = Article Name1 = Article #1 5
07-09 Coalition 4770 Department of Fizh & Wildlife 4770 Dept of Fizh & Wildlife 00OMN  WAPB Bio BUZ Compens=ation 41
Dizcipline 30
Duty Stations 25
Perzonnel Files 32
2350 Dept of Labor & Industries 2350 Deptof Labor & Industries  0OMC  IBEW Elec Insp Dizcipline 30
Wacation Leave 12
3000 Dept of Social & Health Serv. 3000 DSHS Headquarters 0O0JE  Econ/SocialSvcz  Discipline 27
3007 Eastern State Hospital 00JK  Physicians Hours of Work o7
3008 Western State Hospital 00JK  Physicians Claz=ification il
IBU 4050 Department of Transportation 4051 Marine Divigion 000U Deck (Unlicned)  Agency Perzonnel Policies 03
A
Bid System AF
Compensation 18
Crew Regquirements 07
Result: Report results for all Master Agreements are displayed.
Continued...

Section 14: BW/BI Grievance InfoCube
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HR Select Filter Value, cont..

The Select Filter Value option can also

Contract YR1 5  Master Agreement! =

be used to'add or remove Key Figures —r— e coniton
= Key Figurez " =IE |
from the report results. - Rows Back — ——
_ CL FIEr vwalue
. = Contract "k
The example below uses the Grievance _ M::t:mg;-mmmum e T
Master Agreement report to show how : OROAGET] o (et Soreen
. . 1 ave view
to use the Select Filter Value option to = Orig Pers A _
l t d K F f th = Orig BU Coc Properties 3
remove selected Key Figures from the Documents ,
report results " Articke Namen
’ » Article #1
| . = Sub-Article Mame1
[ To remove a Key Figure: g it s o ey Pres QAUPUABRCRRITELIOPR) W
1. From the report results, click on Show tool: |Single values | | Show view: |4l |-
any Key Figure heading Al Selections
Key Figures Text & |
W Type Description
J Humber of Primary Ar :! = Number of Primgoy Ar
2. Cl]Ck the “Filter” 9 “Select F]lter J Mumber of Primary Su |_ =| Mumber of Primary Su
Value”
| agd Dl
3.\ Select the Key Figures that you DO il Remove |
NOT what displayed in your results ] |
and click Remove and OK. ey Figures:
a | = |ChangeOrder = | T
=[] =]
.--I Ok ICanDeI
Continued...
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HR Select Filter Value, cont..

Master Agreement! Coaltion [BU IFFTEL17 MEBA Licensed WEBA Unlicensed Metal Trades MM&P OPENl SEWN 1199 Teamsters UFCW WFSE WPEA WSPTA

Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Mumber of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1
Number of Primary Ar 1

Result: Selected Key Figures only are displayed in the report results.

If necessary, click any column header and select Back to Start from
the Context Menu to return the report results to the original state.
See the BW/BI Self-Paced Learning Materials - Report Context Menu
for more information on Back to Start.
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Sorting

BW/BI Grievance reports were designed
to provide the user with flexible
reporting options. BW/BI Grievance
Reports allow the user to Sort data
using the Context Menu.

The example below uses the Grievance
Details Report to show how to sort the
Orig Agency Code by Key rather than
Text.

To Sort the report results by Orig Agency
Code:

A A A S

1. In the report results, click on any
item in the Orig Agency Code
results to open the Context
Menu.

2. Select Sort Orig Agency Code -
Ascending by Key (Internal).

Results'are sorted by the Orig Agency
Code Key in Ascending order

Section 14: BW/BI Grievance InfoCube

Orig Agency Code & Orig Pers Area =
4770 Departmen & Ier Y Dept of Fish & Wildlife
Change Drilldown 4
Broadcast and Export
Save View
Properties 4

2350 DeptofLat

Sort Orig Agency Code #

Documentz r

3000 Dept of Social & Health Serv. 3000 Aszcending by Key (Internal) Foon/SocialSves

3007

Dept of Labor & Industriee  00MC  IBEW Elec Insp

v Aszcending by Text

Orig BU Code &
00MN  WAPE Bio BU2

Phy=icianzs

I0E  VWestern State Ho=spital

4050 Department of Transportation 4051 Marine Divizion

00K Physicians
000U Deck (Unlicn=d}

Contract YR1 ¥
07-09

Master Agreement! &  Orig Agency Code &

Coalition

2350 Dept of Labor & Industries

Orig Pers Area = Orig BU

2350

Dept of Labor & Industriezs  00MC

3000 Deptof Social & Health Serv. 3000 DSHS Headquarters D0JE

3007 Eastern State Ho=pital 00JK

3008 We=stern State Hozpital 00JK

4770 Department of Fizh & Wildlife 4770 Dept of Fizh & Wildlife DOKMN
Continued...
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Bookmark

The Bookmark context menu item allows the user to save their user-defined report result settings once
they have added/removed rows or columns, applied filters, sorted columns or defined any other settings.
Bookmarked report results retain the variable values used to run the report.

In the example below, the Grievance Details Report was run with user-defined settings.

To create a Bookmark to
saye report result settings
for future use:

1/ From the report results,
click on any item in the
table to open the Context
Menu.

2. Select “Broadcast and
Export” - “Bookmark”.

3., ABookmark link is
established and the “Add
Favorites” box is
displayed. Click OK.

Contract ¥B1 2 Master Aareement ;

Back b
07-09 ]
Filter b

Change Drilldown

Propertiez b

CDocumentz

Cart Cantrast W0
L e DAl ¥

Broadcast E-Mail

Broadcast to Portal
Broadcast to Printer
Export to CSY

Orig Agency Code 5
2350 Dept of Labor & Industries

ocial & Health Serv.

t of Fizh & Wiidiife

-~

=
—
Add Favorite 2JE3
LSS = g;"? Intemet Explorer will add this page to your Favortes list.
Display As Takls -
[ ] Make available offine Customize Cancel J
Ll Name: | BEx Web - Grievance Details Report )
* Key Figures [stnes
* Rows

= Contract v'R1
= Mazster Agreement

= 0rig Agency Code

3000 Dept of Social & Health Sery.

Section 14: BW/BI Grievance InfoCube
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HR Bookmark, cont..

To run the User-Defined Who Charged Report - Summary bookmarked report:

Favorites Tools Help
Add to Fawvorites. ..

Organize Favorites...

1./ Select the Bookmarked report from the ) Links
Favorites folder. #&] Access Washington
i ) .ej BEx Web - RK_Dist_Payroll_Related_LIM
Grievance Details Report N
.e_Ll BID MetWeaver Portal
..e_iLl BIP Metweaver Portal
._e:l BIQ MetWeaver Portal
Orig Pers Area & ﬁ&"l BP0 Enterprise Portal 6.0 non-sso

Dizsplay As Table ﬂ Infurmﬂtiun| Senl:l| Print Version | Export to Excel| Comments

Contract ¥R1%¥ Master Agreement! &  Orig Agency Code &

¥ Columns
= Key Figures 07-09 Coalition 2350 Dept of Labor & Industries 2350 Deptofla ‘EI EW/-BI Expert Online
~ Rows &] Citrix
* Contract %R1 _@J DEY - SAP Enterprise Portal 6.0
= Waster Agresment! 3000 Dept of Social & Heaith Serv. 3000 DSHS Heaf@| BEx Web - Grievance Details Report
* Orig Agency Code 3007 Eastern State Hospital 00JK  Physicians
. Drfg SrEE 3008 Western State Hospital  00JK  Physicians

- S

Result: The User-Defined Bookmarked report results are run in the Web Browser with the user’s
defined settings.

/9959
/9959

to®  DateFiled &

022572008 #
0452902008  #

Close Date &

Close Reason =
Not azsigned

Not as=igned

Section 14: BW/BI Grievance InfoCube

Valid Record for Rep:

Close | Wariable Screen |

To change the variables of your Bookmarked report, select the OFM Number: Show All Values |v|  Orig Agency Cod
“Filter” option from the far right in the report. Select the “Variable Orig Pers Area: Show All Values ||  Other Grievance
Screen” and enter your new variables and click OK. o Show AllValues ||  Pers Area Code:
m‘f{_ Cettings Shop Steward Name: Show AllValues ﬂ Staff Re.p Name:

T Sub-Art #1: Show Al Values ﬂ Sub-Article Namg

Time Ext: Show Al Valuez ﬂ Union Atty Name:

v ]

Display Al Fiter Values |

Valid to:
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HR Bookmark, cont..

To remove the User-Defined Grievance -

Details Report from the Favorites M =TS
p Add to Favarites, ..

fOlder. Organize Favarites...

1/ From the Web Browser’s ) Links N
Favorites l]st @ Access Washington
)

@ BEx Web - RE_Dist_Payroll_Related_LIM
select the Bookmarked report. &) EID Netieaver Portal

@ BIP Metweaver Portal
&] BIQ NetWeaver Portal

2. Right mouse-click the

| BOOkmark to be @ BPO Enterprize Portal 6.0 non-sso
removed. ] BW-BI Expert Online
@] Citrix
3. Select Delete. B NV - SAD Ertermries Portal £ 0
& ] BEx Web - Grievance Details Report Open
Result: The User-Defined Bookmarked Print
Grievance Details Report has been Make mvalable offine
removed.
Send To 3
Cut
Copy

=]

Sort by Mame
Properties
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HR Using the Goto Command

WSD Personnel

The Using the'Goto Command section provides an overview of the Goto command functionality.

Topics covered in this section include:

> Using the Goto Command
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HR Using the Goto Command

BW/BI Grievance reports were designed to provide the user with flexible reporting options. BW/BI
Grievance Reports do not contain sub reports that are accessible from the main report results. The Goto
Command allows the user to access sub reports from the context menu.

The table below contains a list of BW/BI Grievance Reports that provide Goto sub
reports.

Report Name Goto Report

N/A - Grievance reports DO NOT N/A
have sub-reports available.

Continued...
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